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Send completed form to:  
Tammy Marks, Maine State Archives, 

84 State House Station, Augusta, ME  04333
	Name of Institution:
	

	Contact Person:
	

	Mailing Address:
	

	Location (if different):
	

	Telephone:
	

	Email:
	


1.  Describe the security arrangements at your facility.  This description should include alarm systems and locks; controls to which researchers are subject; level of staffing when research areas are open; a physical description of the storage area.

2.  Describe the provisions made to preserve records at your facility.  Please specifically mention temperature and humidity (are these controlled in any way?  if not, are they subject to sudden changes?), and any training staff members have had in proper handling of historical documents.

3.  Describe the availability of records to researchers.  What hours is the research area open?  Are there any restrictions on who may access records?  What assistance is provided to researchers?

4.  Is this institution a nonprofit corporation?  If not, what is its legal status?
5.  Is your institution also applying for approval to store confidential local government records?  If so, please name the staff  member or members who will provide access and describe their qualifications for maintaining confidentiality.
REMINDER:  No records can be transferred until the Archives Advisory Board has approved this application.  A written agreement (model provided) must be signed by both the local government agency and the alternative repository, and a copy of this agreement must be sent to the Board before records are transferred.

__________

_________________________________________________________

Date


Authorized Signature

------------------------------------------------ARCHIVES USE ONLY--------------------------------------
Archives Advisory Board Approval

_________

____________________________________________________________

Date


Authorized Signature
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